CARRON FOSTER
P.O. Box 210254. Montgomery, Alabama 36121
(334) 587-9707
Clynne7777@yahoo.com



                                                      CORE PROFESSIONAL SKILLS

.Account Payable/ Receivables                          .Employment Law
.SAP / AS 400                                                        .Collection / Billing/ Invoicing
.Inventory Management                                     .Phlebotomy Experience                        
.Teambuilding & Supervision                             .Medical Terminology
.MS Word, Excel                                                   .Research Abilities
.Goal Planning & Organization Skills                .Meeting & Event Planning
.Human Resource Management                       .Staffing & Recruiting Development Training                 
.Time Management Skills                                   .Supervision/ Leadership Management Skills
.Payroll                                                                   .Human Resource Management





                                                                         EXPERIENCE


Professional Placement Services
2009-2013
Office Manager
· Serve as office manager to the management team, handle a busy phone system, function as primary liaison to customers and ensure the consistency positive customer experience.
· Created automated daily stats reports that reduced accuracies and provided management with decision making tools.
· Maintained office staff by recruiting, selecting, orientation and training employees.
· Set up and maintain new hire paperwork and team member files by following company guidelines as well as maintaining confidentiality of these items: Maintain Employment Posters, conduct routine HR assessment, assist with employment claims, and ensure compliances with all government regulations and paperwork.
· Team member- Data management 
· Ensure tax-credit compliance for all new hires
· Process weekly payroll 
,








Sodexho
1995-2009
Unit Controller/ Human Resource Manager
· Promoted during 15 years tenure with Sodexho, culminating in responsibility for coordinating all office functions and managing staff.
· Developed efficiency-enhanced workflow process and improvements that made it possible to accommodate increase responsibilities necessitated by staff reduction.
· Processed all Invoices for Accounts Payable/ Receivable into CACS/ SAP accounting system.
· Input weekly labor hours and Employees schedules into system.
· Processed weekly payroll and disbursement of weekly payroll.
· Follow up with vendors in relation to questions or outstanding concerns for invoices.
· Handle all day to day administrative reporting including AP, AR, Journal Entries, Sales, Payroll, Balance Sheet and Reconciliation.
· P & L Accountability and contract management
· Monitor and oversee all daily operational duties and ensure that all employees adhere to all operational policies and procedures.
· Ensure workflow is consistent and timely for each employee.
· Monitor and ensure proper Inventory, Review weekly Inventory –production report.
· Maintain staff work schedules on weekly basic.
· Responsive for time keeping system.
· Promote and participate in planning and implementation of strategies for unit improvement.
· Leadership Development & Diversity- Educate, coach, counsel employees.
· Proficient computer skills, knowledge of SAP (payroll, Inventory, Accounting) Systems.
· Project Management
· Responsible for adjusting staff duties which included conducting & enforcing disciplinary actions as warranted, provided by coaching and development daily though informal observation and formal monitoring.
· Coordinated with management/ Director on all department recruitment needs and will assist in conducting an assessment of potential applicants.
· Handled all hiring, terminating of all employees within unit.
· Maintain staff by recruitment, selecting, orientation and training.
· Served as Interim General Manager (Food Service and Bookstore) for Unit.
· Knowledge of Food Service with focus on Quality, production, sanitation, food cost, presentation, Inventory and Catering.
· Managed Contract Bookstore for unit (within University) which included book ordering, book sales, book buy backs and Inventory.









Air University Regional Hospital
(Maxwell Air Force Base)
1990-1994
Clerk Phlebotomist
· Duties included venipunture, lab testing, processing patient data and basic medical procedures.
· Schedule Appointments for patients
· Filing and Maintain records
· Greet and Assist Patients



Pioneer Press Printing Company
1988-1990
Office Assistant
· Assist in office 
· Answer Telephones and Assist Customers



U.S.Postal Service
1982-1986
Casual Employee
· Processed incoming and outgoing mail
· Performed basic quality inspections before and after the output of each production run and maintain levels of productivity and security for completed work.



                                                                     


                                                                       EDUCATION


Auburn University Montgomery
Human Resource Management







                                                        REFERENCE AVAILABLE UPON REQUEST








